Task List

The eWiISACWIS Task List can be used by workers to track current, upcoming, and overdue
tasks, including both system generated (ticklers) and worker entered (manual) tasks. For
supervisors the Task List can also be used to manage their workers workload.

eWiSACWIS generated “Ticklers” display on the Task List as system generated tasks. For a full
list of ticklers please see the User Guide titled “Tickler Creation and Removal Information”

Note: Currently Licensing Private Provider ticklers and the 90-Day Summary Report for
Serious Incident tickler do not show on the Task List as tasks.

System Created Tasks
The following tasks show on the calendar and task list exclusively, they are not ticklers.

e Initial Face-to-Face — This task is created when a CPS Report is screened and shows as due
based on the response time on the access report. This task is informational only and does not
get marked as completed and does not show as overdue. This task is created for the primary
worker and automatically shared with any workers with an assignment of CPS Initial
Assessment — Secondary.

e Permanency Roundtable (PRT) Action Step — This task is created when a worker is assigned
an action step on the permanency consultation page. The task is marked as complete when
the action step has been marked as complete on the permanency consultation page.

e Reassign work: (Workers Name) — This task is created and assigned to a supervisor when
one of their workers access is removed.

e Security Audit Due and Security Verification Due — These tasks are created every March and
October for county security delegates.
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Viewing the Task List

To access the Task List, click the Icon next to the worker name on the desktop. If a worker has
overdue tasks, the Task List will display immediately upon logging into eWiSACWIS.

cWiSACWIS

Create  Maintain  Utilities  Adoption Search  Help

Richard J. Worker's Desktop ﬂ

Date Restricted [ | Parficipant View [ ]| View Not ApprovediCancelled

¢ Ticklers
b Wy Ticklers
P Escalated Ticklers
P Cases (13)
B Providers (13)
b Workers
b Approvals
b Access Reporis

b Home Inquiries
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When opened the Task List displays tasks due in the next 10 days with overdue tasks listed on

top.
iISACWIS eresn @ prot B helo (2
— View
Worker: Worker, Richard J. Due: IHext 10 Days . Case: IAI
— Task List as of 47115 8:53 AM
Tasks 1 to 22 of 22
Due Date  Dueln Case/Provider Name Participant{=) Name Taszk Mame Responsible Shared With
- Waorker
020810 -1703 Slacks, Mimmy J. (8222336) NA L& Due Waorker, Richard J.
oS0 -1663 Bumble, Bea (9222376) Mis & Due Worker, Richard J. =
(R TAI] -1663 Bumble, Bea (9222376) Mis & Due Worker, Richard J.
0972010 -1680 Bumble, Bea (9222376} NiA & Due Worker, Richard J.
052111 -1417 Slacks, Mimmy J. (9222336)  Slacks, Max (9226536) 30-day CANS Worker, Richard J.
o3 -316 Worker, Betty (9221931) Partridge, Christopher (10818) CSE Worker, Richard J.
0133 -796 Worker, Betty (9221931) Partridge, Christopher (10818) 30-day CANS Worker, Richard J.
0343113 -T37 Test, Parent (9223300} Test, Child (9227931} 30-day CANS Worker, Richard J.
042413 -T13 Smith, Mom Jr. (9223180} Smith, Child Two (9227572) G-month CANS Worker, Richard J.
08/07M3 -608 Smith, Mom Jr. (9223180} Smith, Child Two (9227572)  RCSE Worker, Richard J.
081013 -605 Slacks, Mimmy J. (8222336) NA L& Due Waorker, Richard J.
081613 -589 Smith, Judy (5223520) Mis & Due Worker, Richard J.
101113 -543 Smith, Mom Jr. (5223120} Smith, Child One (9227571) CSE Worker, Richard J.
0340314 -400 Smith, Mom Jr. (9223180} Smith, Child One (9227571} 30-day CANS Worker, Richard J.
031214 -391 Slacks, Mimmy J. (9222336)  NA 14 Due Worker, Richard J.
031514 -358 Slacks, Mimmry J. (9222336) N/A & Due Worker, Richard J.
081114 -300 Bumble, Bea (9222376) Bramble-Bumble, Queen CSE Worker, Richard J. v
922RAN5)

My Calendar Create Task

Use the Due dropdown to see tasks due in the next 10 days, next 6 months, next 12 months or

only overdue tasks.

Use the Case dropdown to filter and only show tasks for a particular case.

c WiSACWIS o

Refresh @

Print 'ri

Help lr':,

View
’7Wnrker: Worker, Richard J.

’*Task List as of 4/7/115 8:53 AM
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Creating a Task

The Create Task link can be used to create a Manual Task. Once saved, these tasks also display
on the calendar.

g -39 slacks, Mimmy J. (YErrd36)  NA & Uue Worker, Hichard J.
031514 -389 Slacks, Mimmy J. (9222335) N/A & Due Worker, Richard J.
0eM1114 -3 Bumble, Bea (9222376) Bramble-Bumble, Queen CSE Worker, Richard J. b

(A2 2RAN5)

My Caleqidar Create Task

On the Task page, select the type of Manual Task; Case, Provider or Other. Next, enter the
Due/End Date, task name, and description.

For Manual Task (Case) or Manual Task (Provider) a dropdown menu of the worker’s assigned
cases or providers is available to select from. Click the Participant(s) link to select specific
participants.

A L
c WiSACWIS

— Task Details
Type: IManuaI Task (Case) Created On: Created By:
Start Date: IDI].I’DD.I’DDDD Due/End Date: INJ‘DBQ'ME Completed On:; IDDJ’DDJ’DDDD Completed By:
Task Name: |Ta:5lc 2

Description....

Description:
Case Mame: IMunster, Zoey E. (9221905)
Participantis}: NIA

— Worker Information
Responsible Worker: Worker, Richard J. W
Shared With:

Note: The Start Date field is optional and can be used if a task or event stretches over multiple
days.

The Completed On field is used to indicate when a particular task has been completed. Once a

date is entered and page saved, the task no longer displays on the Task List, and displays as
completed on the calendar.
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Creating Recurring Tasks

Recurring tasks are tasks that can be set up to recur at regular intervals. They can be created to
recur on daily, weekly, monthly or yearly basis. Workers can create recurring tasks by clicking
on the recurring checkbox.

Note: The Type and Task Name inside the Task Details group box and the responsible worker
dropdown in Worker Information group box are still required.

c WiSACWIS punt (@ Specheck (/1o (2
— Task Details
Type: | a [] Recuming ) Created On: Created By:
Task Mame: |
Description;

— Worker Information
Responsible Worker: Supervisor, County O Iy County's Workers
Shared With:
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After a task has been set as Recurring the worker can pick Daily, Weekly, Monthly or Yearly.
The Recurring Task Start Date and Recurring Task End Date control the date range that the
recurring task will be created over. Daily, Weekly and Monthly tasks can be entered for a year
into the future; yearly tasks can be entered for up to five years in the future.

For example, if a task is set to recur every weekday it will be created on each weekday that falls
between the dates entered.

The example below shows a daily task, which can be set to show every day or only weekdays.

/& Task -- Webpage Dialog

F a ¥
c WiSACWIS
— Task Details
Type: |ManuaITask (Other) Recurring Created On: Created By:
Start Date: |ﬂDJ'DEI.fGG-JD DuefEnd Date: IDEIIGGI-:}DDD Completed On: |UUIDD:‘DDDU Completed By:

Task Mame: |Task

Description

Description:

— Worker Information

Responsible Worker: |5upewisur. County |:| My County's Workers
Shared With:

— Recurring Task Details
(® Dsily () Weekly (O) Monthly () Vearly

Recurring Task Start Date: |02M7/2016  Recuming Task End Date: |D4-‘1TQU1E'
() Ewvery day

(@) Every weekday
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After the page has been saved the Task Details and Worker Information can still be updated
however the Recurring Task Details cannot.

] Task -- Webpage Dialog

x|
e WiSACWIS y;

print (&  SpeliCheck (| Help (2

— Task Details

Type: | Manual Task (Other)

Start Date: IDD.I’EIEIFGCI'I]D

Task Name: Task

W Recuming 1 of 43 Created On: 0271672016 Created By: Supervisor, County

Due/End Date: ID2F1TJ‘2D1B Completed On: IUMDUU Completed By:

Description

Description:

— Worker Information [X
Responsible Worker: | Supervisor, County [ty County's Workers
Shared With:

— Recurring Task Details
(® Daily () Weekly () Monthly () “early

Recurring Task Start Date: ID2H?.|‘2D16 Recuming Task End Date: Il’.]4f1 2016
() Every day

(&) Ewvery weekday

Weekly tasks allow the worker to set the task to display on a specific day of the week.

/] Task -- Webpage Dialog

X
cWiSACWIS

print (@  speiicheck(~ Heip (P

— Task Details

Type: | Manual Task (Other) Recuring Created On:
Start Date:  [DD/DO/D00D

Task Mame: |

Created By:
Due/End Date: |DE|FGUIGDDD Completed On: |UMDDU Completed By:

Description:

— Worker Information
Responsible Worker:
Shared With:

|5upen|i5u', County | Iy County's Workers

— Recurring Task Details
() Daily (®) Wsekly () Monthly () Yearly

Recurring Task Start Date: IUIZH T/2D16  Recurring Task End Date: |U3J'1?ﬂﬂ|a

[] Sunday Monday [ ] Tuesday [ | Wednesday [ | Thursday [ | Friday [ | Saturday
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Monthly tasks allow the worker to set the task to display on a specific day of the month:

£} Task -- Webpage Dialog

x|

A .""- by Y i i il -..... =
e WISACWIS print (@ spellCheck [ e 2
— Task Details
Type: IManual Task (Cther)  [w| Recuming Created On: Created By:
StartDate:  [DD/D0/000D Due/End Date: [0000/0000  Gompleted On: [00/00/0000 | Complsted By-

TaskName:  [task

description

Drescription:

— Worker Information

Responsible VWorker: |5uperuisur, County |:| My County's Workers
Shared With:

— Recurring Task Details

() Daily () Weekly (@ Monthly () Yearly

Recurring Task Start Date: IBEH&I'ZO'IB Recurring Task End Date: IM17E[}1B

Day (01 of every month.

EE T T

Yearly tasks allow for a task to be created on a specific Month and Day each year.

X

/] Task -- Webpage Dialog
/ .-I.r ] y 5 P i -...-" -
e WiSACWIS = Prnt (@  SpellCheck [ Help (P
— Task Details
Type: |Manual Task (Gther) Recurming Created On: Created By:
Start Date: IDDJ’DIJ{GGG'D Due/End Date: IIIIEIFGGJGDDD Completed On: IUMDUU Completed By:

Task Name:  [task

description

Drescription:

— Worker Information

Responsible Worker: |5upenrisur, County E| |:| Iy County's Workers
Shared With:

— Recurring Task Details

() Daily () Weekly (@) Monthly (O Yearly
Recurring Taszk Start Date: ||12||‘1E»!2016 Recurring Task End Date: [04/17/2016

Day (01 of every month.
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For Supervisors:

Supervisors have additional options on the Task List to help with managing their workers
workloads.

For the View, supervisors see the following options:
e Escalated: - This option allows supervisors to choose whether or not ticklers
escalated to them by workers display.
e Worker: - This drop down allows a supervisor to view tasks for a particular
worker.

o Selecting the value “All My Workers” will display all of the tasks for all
workers that the supervisor is listed as supervisor for.

o Selecting the value “Multi-Select Workers will pop up a page (see below)
that allows the supervisor to select multi of their workers and/or any
workers in the county to view tasks simultaneously.

e My County — Checking this box allows supervisors to see not only their own
workers, but all workers for their county in the Worker dropdown.

c WiSACWIS

Worker: |5upewbur, County |:| Wy Cuuntjr’Due: INext 10 Days 3 Escalated: |Inu:lude .e: IAII

—Task List as of 4/9/1511:12 AM
Tasks 1 to 5 of &
Due Date Due In Case/Provider Mame Participantis} Mame: Task Mame Responsible Shared With
- Worker
02134 -420 Bayfield, Mom (8223800) Bayfield, Kid (9228512) CSE Supervizor, County
03/0114 -404 Fox, Mom (9223743} MNiA & Due Supervisor, County
AINEM A4 Ann Raswrfiald Marm (AOF20000% Raswrfiald Wid A FR04 70 AN Amwe CARIDT Snnarr ionr Mannhe
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Supervisors also have the ability to create Manual Tasks for their workers. When a supervisor is
viewing a workers task list clicking the Create Task link will create a task for that worker.
Additionally, supervisors have the ability to change the responsible worker in the dropdown and
share the task with multiple workers by clicking the Shared With link.

Note: For Ticklers the responsible worker cannot be changed, the tickler would have to be
reassigned; however the Shared With link can be sued to share the task with multiple workers.

F - o dh J
e WiSACWIS
— Task Details
Type: Il-1anual_ask (Other) W Created On: 04/08/2015 Created By: Supervisor, County
Start Date: IDDIDEHDI}I]D Due/End Date: Iﬂli-l‘ﬂﬁl?ﬂ15 Completed On: IDD.I’DD.I’I}[IDD Completed By:
Task Name: ITask 3
Description:
orker Information —
Responsible Worker: Supervisor, County |:| My County's Workers
Shared With: DefaultWorker, Green; Worker - Green, County

" -
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The worker selection pop up page is used both for selecting workers whose calendar the
supervisor would like to view and for selecting workers to share a task with.

c WiSACWIS o ot (& 1o (2

— Ny Workers
(] select Al Worker Name
DefaultWorker, Green

This group box list all the workers that
the supervisor is listed as supervisor
for.

Jooooooooan

— Additional Workers
Worker Name Job Class

Clicking insert allows supervisors to select from a
list of all the workers in their county.

Coniinus
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